
Instructions for Using the Online System, 2013 

Go to the website:  https://jc.activeoutdoorsolutions.com/wi_ises/login/login.do 

If you have never logged in, select the “First Time Users” heading and follow the prompts. 

 

 

If you do not have an instructor number, contact the Assistant Furbearer Ecologist to obtain one, 

608-261-6452, or Geriann.albers@wisconsin.gov 

  

https://jc.activeoutdoorsolutions.com/wi_ises/login/login.do
mailto:Geriann.albers@wisconsin.gov


After you have setup your account, log in on the main screen: 

 

Once you log in, you will see this screen: 

 

  



ADD A NEW CLASS 

Now, there are a few things you can do from here.  First, we will go through how to create a new 

class.  Select “Add a New Class” from the menu on the left. 

 

Then you will see this screen. 

 

  



Next step is to fill out the form.  Start by making sure the “Class Type” is set to Trapper 

 

 

Then select the start and end date of you class 

 

  



You can select days of the week the class will be occurring, but it is optional.  Next, set the start and 

end time for the class.  Fill in the course length for the class.  If your start times are variable, you 

can make note of that in the additional information later.  Put the start time for the first day of your 

class, and what time it ends on the last day. 

 

Next, fill out the information on the location of the class.  Keep in mind, the address you provide 

should be for where the students are going, not your personal address.  Don’t forget to select your 

county from the drop down menu. 

 



Then, you will give the contact information for the class.  If you are the main instructor, you can 

check the “Use Instructor Information” box.  If you want someone else to be the primary contact, 

put their information into the boxes. 

 

Next, you will put in the maximum class size.  If you have students who have signed up by phone or 

email already, you can put in “# Seats Reserved” to save spots for those folks.  For “# Packets 

Needed”, put 0.  Contact The WTA Statewide Coordinator (John Irwin, 715-341-7596; 

jdi1956@yahoo.com) WDNR Statewide Trapper Ed Coordinator (Geriann Albers, 608-261-6452, 

Geriann.albers@wisconsin.gov) to order Trapper Ed supplies. 
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The “Allow Online Registration” allows a student to click a button to sign up for the class.  You 

then go in to contact the students or manage the list as necessary after the class is full.  If you would 

like to try this, you may, but otherwise say “No” and have the students call or email you to sign up 

as you have in the past.  You can leave the “Alternate Shipping Address” blank.  Keep in mind if 

you do allow Online Registration, you may contact your students through this system.  More on that 

later, but students so far are often confused by that option so you may want to leave it as calling or 

email sign up for now. 

 

In “Additional Class Date/Time/Location Information” box is where you can add details about the 

class.  List every day the class meets, and start time for each day.  Let folks know if they need to do 

anything in advance to confirm they are attending (like come to a sign-in night).  Anything like that 

can go in that box. 

 



Finally, select “Save This Class”.  If you did not fill out something that needs to be filled out, you 

will receive a prompt at the top of the screen in red letters and the sections you skipped will appear 

in red text.   

 

A correctly filled out class should look like this. 

 



Then after you select “Save This Class”, you should see a screen like this. 

 

 

You will also receive an email to the email account you provide that confirms the class was 

submitted successfully that will look like this: 

 

 

  



MODIFYING A CLASS 

From the successfully submitted screen, select “Return to Main Menu”.  From here, you may 

view/update your class and add student information.  From the Main Screen, select “View/Update 

Class and/or Student Information”. 

 

 

You will then see a screen listing any in-progress classes, as well as any completed class with 

outstanding rosters or payments (meaning you haven’t submitted them yet). 

   
 

  



If you click on the “Class ID” for your class, it will take you to the class screen. 

 

Class Screen: 

 

 



From this screen, you can add Instructors and Conservation Wardens 

 

To add an instructor, select the add instructor box.  You will need to enter their Instructor Number 

and the number of volunteer hours for the class.  It is very important to add ALL instructors who 

assisted.  This is how apprentice instructors get credit for their two courses and how instructors stay 

active in the system.  If an instructor does not assist with a class for several years, they will be 

locked out of the system and become “inactive”. 

 

 



Once you’ve entered an instructor number and hours, they will appear below your name.  You can 

add Instructors before or after the class, it does not matter.  If you add them before the class, and 

something happens and they can’t attend, you can always delete them from the roster.  After you’ve 

added all instructors, select “Return to Class”. 

 

To add a warden, select the “Add Conservation Warden” button.   

 



 

If you know the Warden’s instructor number, great.  You can enter it.  If not, you can search by last 

name.  Make sure you set “County” to “All” and “RSW Region” to “All”.  Then enter the last name 

and select the “Warden ID” of the correct warden. 

   

  



After you have selected the appropriate “warden id” number, you will see this screen.  This will 

give you directions to get a hold of a warden if you have not already lined one up and confirm they 

have been added to your class.  From here, select “Return to Class”. 

 

The next important thing you will need to do from this screen is “Manage Students”. 

 

 

  



When adding students, you have two options to add them.  You can either add by Customer 

Information, or enter Student Information.  For Customer Information you will need their DNR 

customer ID number and their Date of Birth.  For Student Information, you will need name, date of 

birth, address, city, state, zip, and phone.  You can also ask for email, but that is optional.  You can 

switch between the views by selecting the appropriate bubble. 

 

 

  



Once you’ve added a student, their name will appear along with a confirmation number.  The 

system will only let you add as many students are your maximum, so if you decide to allow more 

students than you originally specified, you will need to go back to the class page and increase your 

maximum number of students allowed.  Once you add as many students as your maximum, the 

options to add customer or student information will gray out and be unselectable.  If a student drops 

out of the class, you may delete them from the roster. 

 

Once you have added students, or they have added themselves if you allow online registration, you 

may email them by selecting “Send Email to Students”. 

 



Then you will see the below screen and you can draft your email.  Keep in mind, only students with 

email addresses online will receive the email. 

  



AFTER CLASS 

When your class is near completion, you can print temporary student certificates if you would like.  

To do so, select the “print student certificates” button. 

 

The certificates will look like this: 

 



Students will get their permanent certificates in the mail, but these can be temporary until they get 

them.  There is a place for you to sign and these can be given out at “graduation” along with their 

patches and yellow copies of their triplicate form.  Triplicate forms still need to be filled out and 

submitted with a copy of the roster!  

After the class is over, you select whether the student passed or failed. 

 

Once all students have been marked as pass or fail, you MUST SAVE CHANGES!  This part is 

important.

 



From here, you can print the roster to go with the triplicate forms. 

 

  



Roster front 

 

 

 

 

 

  



 

Roster back 

 

  



It looks a little different than our previous roster, but not too much.  From here, you are almost 

done!  Your last step will be to submit your roster and fees.  To do this, select “return to class” at 

the bottom of the screen. 

 

Then select “Submit Final Roster and/or Class Fees”.   

 



You will see a screen asking you to certify the information you are submitting is true.  This is just to 

remind folks that saying people passed who did not take the course is discouraged.  DO NOT 

continute if you are still adjusting your roster.  This is your last step.  If you have the roster 

complete, click YES, I Agree. 

 

Course fees can ONLY be submitted through this website by credit or debit card.  If you need to 

pay by check, please send it with the printed roster.  Changing student status to “passed” will update 

their accounts to show they have passed, so you can still submit fees the old way.  You MUST 

submit at least half of the course fees.  You may keep the other half, no questions asked, for 

expenses.  If you have expenses over half of the fees, submit receipts to the WTA Statewide 

Trapper Education Coordinator for reimbursement.  If you’d like to submit fees online, you will see 

this screen. 

 



Put your expenses into the box labeled “Minus instructor Expenses”. 

 

  



Then enter your credit/debit card information and the name and zip code on your statement.  This is 

your BILLING zip code. 

 

  



Then select “Complete Payment”. 

 

You will then see this screen: 

 

You have successfully submitted your fees.  Mail the triplicates and a copy of the printed roster to 

the Statewide Trapper Education Coordinator so they can put it in their records and send it on to the 

DNR for their paper records.  The student’s account will automatically update with their new 

trapper ed number at midnight the night you mark them as “passed”.   


